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Georgia Ports Authority 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATED. RECORD WILL CONTINUE TO ACCUMULATE. 
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9 *ZXACT S, It9 T I T L E  r .  Inclu.lvr D a t e #  

Company Credit Files 

What 1. Ihr function of the offlre In  rhlch chis  record series $ 3  created 
3 .  

The Comptroller is responsible for  the accounts of the Authority and establishes and main- 
tains accounting methods and procedures for the books of the Authority. 
checks all financial activities of the Authority for compliance with the Board's policies and 
the minutes of the Board of Directors meetings; is responsible for the auditing and account- 
ing provisions of all contracts, leases, and agreements of the Authority; provides protection 
of the assets with adequate internal control procedures and assures proper insurance cover- 
ages for the Authority's properties; and co-ordinates the preparation of the annual budget 
with the various divisions. Under his supervision, monthly financial statements a re  pub- 
lished and related financial and cost data reports a r e  prepdred and distributed. 

He analyzes and 

Background financial investigation is conducted in each company, bustom house brokers, 
steamship agents and freight forwaGders to determine financial responsibility. 

These files consists of: Bank credit references, trade credit references, letters to 
customs brokers advising extension of credit and terms, customer credit extension agree- 
ments, financial and credit of a derogatory nature.' 
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A U I U A L  RATZ O? ACCUMULATIOI  

AVERACE DAILY REFERENCES 
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YES NO 
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13. Is t h i s  the Record Copy pf the  se r i e s?  'i Pf [I 
14.  I,s there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency: , [ I  1% 

15. Is the information contained i n  ' t h i s '  s e r i e s  ever s d a r i z e d  o r  published? [I M 
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16. Does the  series c0ntai.n c l a s s i f i ed  information requiring secusity h"&dling? 

17. Does t h e  s e r i e s  docyne-nt pol ic ies  and procedures of agency's operation o r  function? . .  [ ]  

. . .  

. . .  ~ . . '  - . . L ? * . ,  . 
18. Could the  function be performed i f  the  f i l e s  were l o s t  o r  destroyed? 

19. Is the se r i e s  ( o r  major portion of i t )  regularly microfilmed? 

20. Does the record se r i e s  pjovide data as input t o  an EDP file? 
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If yes,  why? [ I  BJ 

21. Does the  record s e r i e s  contain documentation pr6duced as- 2:nP printout? I 1  ?4 
- .. . ,  , . , . .  . . . .  / ,  , i [I , :  ,m 22, .-,.. Is t h e  I . se r ies  ,affected by -. Federal - . o r  . .  grant . .  funds? . -  .. I - . -  
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. . .  23. W i l l  t here  be a n+ed '~for  these fe,cords .I. 6 . .  - 10, . < . 15 ~. years from' pow?&. . .  - I f  yes', .~ ~. ~ , what? ~ . .  
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24. REQUIREMENTS: Tfie ' following requires the'.-files t o  be kept BZaXta@Yhw+?W : - '  i '- , 1.: 
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.a. [']STATE b. . -  [ ISTATGE ,OF q. []AUDIT - .  - ~ d.  . .  [ ]FED?+T?AL e . &DMINISTRATIVE . .  ... If. [ ]HISTORICAL 
L I ~ T A T I O N  . .  PERIOD ' La;w DECIS~ON ,VAL& -1 - , ~ - -  . 

 cite'^ Law,  statute, or . . . .  oth& reasbn for' the'-retention requirernenf)~ ' . . . . .  
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Withdraw f r o m  active f i le  and des t roy  when companies no longer do bus iness  
with Georgia  P o r t s  Authority,  except that a S u m m a r y  C a r d  is re ta ined  when 
organizations no longer do bus iness  with Georgia Ports Author i ty .  I 
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Hecommendations 

in Paragraph 25 
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